Adobe InDesign Procedures for Producing Section 508
Accessible PDF Documents For NRTR, NRR, and NRDS

Report Series: and the NPS Inventory & Monitoring Program
(4/11/2014)

Introduction

The examples and procedures outlined in this document work best using Adobe InDesign CS6 or
later and Adobe Acrobat Pro 10 or later. Earlier versions of these software programs are not
recommended.

This document provides guidance and procedures for generating accessible Adobe Acrobat (PDF)
documents per Section 508 of the Rehabilitation Act (Section 508). It was written as an informal
training and reference manual for NPS publication policy specialists working in the national NPS
Inventory & Monitoring Division office. Other NPS and Inventory & Monitoring Program offices
may also use these procedures to generate accessible PDF documents.

The procedures outlined in this document show the user how to use existing tools that are built into
MS Word and Adobe Acrobat Pro to automatically add website markup tags into documents
exported to PDF format. These PDF markup tags allow screen readers to correctly read the document
aloud to the visually and cognitively impaired (per Section 508 policy). PDF markup tags do not
change how pages print or look on the computer screen for sighted users.

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Outline of the Suggested Procedures
1) Adobe InDesign documents should be formatted using the basic techniques outlined in this

document. Working examples of these procedures are also found in our document templates.

a) NPS Inventory & Monitoring Program briefs and small documents. Available for download

at: http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates

b) NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and

Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrartr.cfm

2) Use the PDF export techniques outlined in this document, and in our document templates, to help
make sure that the required website accessibility tags are automatically exported into the final
PDF version of the document.

3) Open the PDF document in Adobe Acrobat Pro and use the guidance document I&M Adobe
Acrobat Pro Guidance for Making PDF Documents Section 508 Accessible to make sure that
each page in the final PDF is Section 508 accessible.



http://www.section508.gov/
mailto:fagan_johnson@nps.gov
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_AcrobatPro.pdf
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_AcrobatPro.pdf
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Adobe InDesign Procedures

Working examples and additional guidance for most of the procedures outlined in this chapter are
also provided in the latest Adobe InDesign templates provided for:

e NPS Inventory & Monitoring Program briefs and small documents. Available for download at:
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates

e NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and
Natural Resource Data Series (NRDS) report series. Available for download at:

http://www.nature.nps.gov/publications/nrpm/nrrortr.cfm

When working with Adobe InDesign CS6 or later (earlier versions are not recommended) making the
final PDF file accessible for reports generated in Adobe InDesign is relatively easy. Just make sure
to:

1) Use Paragraph Styles that are set to export to PDF format using accessibility tags (see
subchapter: Adobe InDesign Procedures / Use Paragraph Styles for All Text Elements).

2) Provide alternate text for all figures, images, and other graphic elements (see subchapter: Adobe
InDesign Procedures / Graphic Elements).

3) Design tables to be accessible in the final PDF (see subchapter: Formatting Tables in Adobe
InDesign).

4) Export the final Adobe InDesign document to PDF format in a way that assures that accessibility
tags are exported to PDF correctly (see subchapter: Adobe InDesign Procedures / Exporting the
Final Adobe InDesign Document to PDF Format).

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Use Paragraph Styles for All Text Elements
All text elements in I&M briefs, reports, and other documents generated using Adobe InDesign

should use the proprietary fonts: Adobe Frutiger LT Std and NPS Rawlinson OT (click

links to download and install these fonts as needed, NPS only).

To install these fonts on most Windows machines, simply unzip the zip files inside the
C:\\windows\Fonts\ folder. If you do not have permission to do this on your computer,
contact your local NPS IT staff for assistance.

The only instances when non-proprietary fonts are allowed in I&M briefs, reports, and other
documents produced in Adobe InDesign: are for text inside charts and/or figures, complicated
mathematical formulas (use appropriate font symbols as required), and for computer output and
application instructions (use Courier New font).

After installing the proprietary fonts, using the Paragraph Styles built into one of our document
templates above, is the simplest way to consistently apply the NPS proprietary fonts throughout an
entire document.


http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open%23BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
mailto:fagan_johnson@nps.gov
http://www1.nrintra.nps.gov/im/assets/docs/FrutigerLTStd.zip
http://www1.nrintra.nps.gov/im/assets/docs/NPSRawlinsonOT.zip

More About NPS Rawlinson Font Variations
There are three basic variations of NPS Rawlinson OT font. You may use any of these

variations as you see fit inside your reports. Descriptions of these variations and some suggestions
for use are below.

NPS Rawlinson OT Condensed (in MS Word: NPSRawlinsonOTCn): Was primarily designed to
save print space. With regular paragraphs, many people also find this variation the easiest to read on
a computer screen. We suggest that you use this font variation for regular paragraph text for most
I&M briefs, brochures, and reports.

NPS Rawlinson OT (in MS Word: NPSRawlinsonOT): Was the basis for all other variations of this
font. It was designed primarily for print distribution. Many people find it easier to read on printed

pages than NPS Rawlinson Condensed. We suggest that you use this variation for regular
paragraph text inside any report with a significant print distribution (more than 50 printed copies will
be distributed).

NPS Rawlinson OT Oldstyle (inMS Word: NPSRawlinsonOTOIld): Was designed to be a more
ornate and elegant variation. Some people find this variation the easiest to read on printed pages,
while others reserve it primarily for report titles, quotes, etc. This variation also works well as regular
paragraph text for reports with a significant print distribution.

About the Paragraph Styles Used in Template Headings
Section heading examples provided in our I&M brief and brochure templates use Paragraph Styles

I&M brief HI1 - H3.Headings in Adobe InDesign templates for NRTR, NRR, and NRDS
reports use Paragraph Styles nrps Heading 1-5. These heading Paragraph Styles are set to
export to PDF format with standard HTML markup heading tags F1 - H3. This arrangement
helps to assure that report headings will be read correctly by software for the visually-impaired (per
Section 508).

As long as you use NPS proprietary fonts, and assign that text to a Paragraph Style that is also set to
tag the final PDF with H1-3 tags, as appropriate, you may edit and update the heading font and
related text effects as desired.

About the Paragraph Styles Used for Other Template Text
Most of the other Paragraph Styles in our document templates are set to export to PDF format with

standard HTML markup paragraph tags ( P). This arrangement helps to assure that report text will be
read correctly by software for the visually-impaired (per Section 508).

As long as you use NPS proprietary fonts, and assign that text to a Paragraph Style that is also set to
tag the final PDF with a P tags, you may edit and update the font and related text effects as desired.



To See and/or Edit the Font Settings for the Paragraph Styles Provided in our Templates
1) Open the Paragraph Styles panel (Type / Paragraph Styles menu option).
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This will open the Paragraph Styles menu. The computer displayed above has the Paragraph
Styles menu docked along the right-hand side of the program screen (recommended).

2) Left-click with your mouse and select/highlight the text of interest.
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This will highlight the Paragraph Style used for that line of text in the Paragraph Styles
panel.

Continued on Next Page



3) Right-click on the selected Paragraph Style, and choose the Edit ... .” option (the first

option).
AT PO TITe T AT AT AP STYICS USCUTOrOTICT TCXT -
2, {57 inside charts Most of the other Paragraph Styles in this template are set Suggested Procedures for Exporti [
[T)| -ulas (useap- 0 export to PDF format with standard HTML markup PDF i i -
/| mputer output agraph tags ( ). This ar helps to assure that nal PDF versions posted on NPS websit j B st
2| Tfont). report text will be read correctly by software for the visually- P"_"ed to meet Section 508 acc ess‘qu' stan n“‘id [ Gradient
2R paired (per Section 508). guidance for expomrfg Adob.e InDesign doc = e
52, | |Paragraph format can be found in the Link to the Unfini . 87" -
o, [F Iy to consis- As long as you use NPS proprietary fonts, and assign that text 508 Document. The basic PDF export steps e Parag —
>g‘ Sout an entire 0 a Paragraph Style that is also set to tag the final PDF with for a vast majority of users. e it "(Basic Paragraph]”
211 B P tags,you may edit and update the font and related text o s s
KL Lffects as desired. 1. Adobe Acrobat Pro 10 or higher is reco - B oy
E ations 2. The final document must be exported tf ~ wps|  APPly Basic Paragraphl®
AJ, [To See and/or Edit the Font Settings for the in a way that maximizes accessibility (p| s~ APply"[Basic Paragraphl", Clear Character Styles
% n O’ll;fom. Paragraph Styles Provided in this Template A. Choosethe File / adobe PO Copy to Group.

4) Onthe Paragraph Style Options pop-up window, use the left-hand navigation menu

to see and/or edit the attributes for that Paragraph Style.
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Continued on Next Page



Tagging Other Custom Paragraph Styles for Section 508 Accessibility Compliance
If you decide to use a custom set of Paragraph Styles, make sure that they are set to export to PDF

format with the appropriate HTML markup tags (per Section 508).
To do this for a single Paragraph Style:
1) Open the ParaAgzlph Styles panel (Type / Paragraph Styles menu option).
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This will open the Paragraph Styles menu. The computer displayed above has the Paragraph
Styles menu docked along the right-hand side of the program screen (recommended).

2) Right-click on the Paragraph Style of interest, and choose the Edit “....” option (the first

option).
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3) Onthe Paragraph Style Options pop-up window, left-click with your mouse to select
the Export Tagging option (the last option) in the left-hand navigation menu.
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Class; [Basic Paragraph]
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PDF
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i
H1
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[ preview OK ] [ cancel |

4) Near the bottom of the window, select the desired PDFF / Tag option from the drop-down
menu, and click the OK button. Available options and suggestions for use:

P (paragraph tag) : use this tag for all Paragraph Styles that will be used for any and all

text that is not a Heading or an Artifact.
Hl1- H5 (heading tags) : use these tags for all first through fifth order headings.

Artifact (background element that is skipped by screen readers):

use this tag for all headers and footer text, and is sometimes used for figure captions.

Graphic Elements (Figures, Images etc.)
The figures, images, and photographs found in the templates listed at the beginning of the Adobe

InDesign Procedures chapter of this document provide working examples for the guidance and
procedures below.

Adding Alternate Text to Graphic Elements
(Mandatory for all Maps, Images, Photographs, Graphic Shapes, etc.)
While we are very flexible with the format and layout of graphic elements, they all must have

alternate text (per Section 508). Alternate text is read aloud by screen readers to people with visual
and certain cognitive disabilities. The alternate text should be descriptive enough to entirely replace
the graphic element for users that cannot see the graphic element.

For documents that contain more than a handful of graphic elements, adding alternate text while in
Adobe InDesign is the fastest and most efficient way to make sure that all graphics in the final PDF



have alternate text. To add alternate text to a graphic element that was previously added to an Adobe
InDesign page:

1) Left-click with your mouse on the Selection Tool option in the left-hand tool bar (usually
the top-most option), and click on the Tmage Frame to select/highlight it.
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3) On the next screen, left-click on the A1t Text tab andsetthe Alt Text Source drop-
down list to the Custom option.

(Object Export Opti =]
Al Text Source: -
Photograph of an American Pika. -

4) Add the desired alternate text to the dialog box, and click the Done button.

Importing Graphic Elements into Adobe InDesign
Graphic elements can easily be added to an Adobe InDesign document in multiple ways. Regardless

of the type of image being imported, the original image should be relatively close to the print file size
that will be used in the final page in Adobe InDesign. Image quality can degrade significantly
whenever you enlarge the image size more than 10% - 15%, or shrink the image size more than 50%.

Importing Raster Image Files (. t1f, . jpg, .png, .bmp, etc.)

This is the most common method used to import images to Adobe InDesign. Images should be saved
to at least 1,200 dots per inch (dpi) or greater (many print shops now suggest 2,400 dpi or greater),
and approximately the same print size as will be used in Adobe InDesign.

1) In Adobe InDesign, choose the File / Place menu option.
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e pl & A B - (@ aA I o B EescGmme e« o=
Open... Ctrl+0 Gon et B o | — | o ae OF h
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Open Recent T T P R N - M CAN
L] a TK TOT AC0DE MDEsIgn US3. Earlier ver- ave alternate text assigned to it (select the image object -> €R e
k ose InDesign are not recommended. thoose the obiect / Object Export oprions menu item & laers
O Eae > on the next screen click on the 21z 7exz tab -> set the ai¢| %
[ Save As.. : Text Hource drop-down list to the custom option -> add tinks
Il Abstract or Executive
=) Checkln... ection in NRTR,NRR, and the desired alternate text to the dialog box -> dlick the pon= | | [
p— ' ', tton)| (Section 508), =
T, Savea Copy.. rts (Style: nrps Heading 2) .
Ve Revert L, and NRDS reports should have an
2. Place... N D cutive Summary. The typical approach is atural Resource Data Series (NRDS) reports. Final reports Irle=
2. Impart XML for shorter reports and executive summaries must be distributed in Adobe Acrobat (PDF) format, and © Paragraph Styles = f!l—]
— _ S s ot R | P ..
.
Continued on Next Page
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2) On the next screen, use the navigation tools to find and the desired file.

M riace
Lookin: || 1_blank_IM_template @ 7 e mEr
T Mame Date
"'-upf | word_briefs 2/11,
Recent Places '.IM,Brief,Te 2710,
= BIM Brief_T |_CS6.i 210,
L B _Broch ate_CS6.indd 2711,
Desktop "8, pika.tif 211,
EE-]
Libraries
LY
L
Computer
"‘-‘I.,
‘.l < ] »
Network
File name: pika tif
Files of type Impartable Files
[] 5how Import Options
Replace Selected Item
D Create Static Captions
Preview

3) Click the Open button (this will place the full-sized image on the page).

4) Back on the Adobe InDesign page, edit and update the image position, size, and other settings as
desired.

Advenced - | (DI =10 X ]

Id File Edit Layout Type Object Table View Window Help —[B  125% v

12483500 | Wi [2]3.7665 00 = ICIET -

m [

[ -

4 3 3
a:cr BB

125% * | IM IM_Br s go1dindd @ 125% x

o0 01867 in

v

oo EEE R 2 B

[F] Avo-Fie T ge O

2rasin

¥ |-=

ER e
-
Qg Links

@

3

act o e e Summan
fiware programs and NPS publication polices change &= souen
ver time. We strongly suggest that you begin the final
b format and layout for new NRTR, NRR, and NRDS

reports with a template that was downloaded within the

B swatches

[ Gradient
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¥ Parzgraph

Some experience with using Adobe InDesign and Adobe
Acrobat Pro is recommended.

A\ character styes
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Adobe InDesign templates should only be used by NPS 3] Object Styies
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H S Word Document Templates for NRTR, NRR, and
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il ions of Adobe InDesign are not recommended. choose the objsct / Cbjiect Export Options menu item B Table
on the next screen click on the 21t Text tab -> set the 21| A
AL et oo o oeooooxe Mot Sonree dron-d list to tha ~voron ontion -> add = & Table Styies

5) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Importing Vector Image Files (.a1, .eps, and . svqg)

Vector images are often used for maps, logos, and to display mathematical and statistical charts. In
vector images, text elements remain as standard font-based text and most line-type shapes are often
exported as digital line elements (not converted to individual pixels). The text is almost always easier
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to read, and the line elements are more clearly defined than typically found with raster images. The
three most commonly used vector image file formats are described below.

Adobe Illustrator Format (. ai): Is fully supported by Adobe InDesign CS6, often providing the

cleanest import results for vector graphics.

Encapsulated Post Script Format (. eps): Has traditionally been the primary choice for vector

image files. While this file format is slowly being phased-out by Adobe, it is still favored by many
software programs. There are often problems with importing . eps files into Adobe InDesign.

Fortunately, you can quickly and easily convert . eps filesto . ai format using Adobe Illustrator.

Scalable Vector Graphic Format (. svqg): Is an open source file format that is often favored by

users of prominent statistical and related graphic programs (SAS, SigmaPlot, R, etc.). There are
often problems with importing . svg files into Adobe InDesign. Fortunately, you can quickly and

easily convert most . svg filesto .ai format using Adobe Illustrator.

Suggested methods to import vector images into Adobe InDesign:
1) Make sure the vector image file that you want to import is in . a1 file format.
a) Ifthefileisin .eps or .svg formats, open the file in Adobe Illustrator CS5 or later.
b) Usethe File / Save menu option to save a separate copy of the image to . ai format.

Note: If the new . ai file does not export with good enough quality to meet your

-JpPg, -png,
. tif format at

needs, you may need to export the file to a raster format (. tif,
.bmp, etc.) using the File / Export menu option (suggest
1,200 dpi or greater).

2) When you have an image in . ai format, open Adobe InDesign and choose the
File / Place menu option.
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3) On the next screen, use the navigation tools to find and the desired file.
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Files of type: Importable Files
[ Show Import Options
Replace Selected Item
D Create Static Captions
Preview

4) Click the Open button (this will place the full-sized image on the page).

5) Edit and update the image position, size, and other settings as desired.
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@7 B Table
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6) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Using the Copy-paste Method from Files Opened in Another Adobe CS6 (or later) Program
This is usually a good way to import images to Adobe CS6. Programs supported include: Adobe
Ilustrator, Adobe InDesign, and Adobe Photoshop. To import an image:

1) Open the file containing the image that you want it import in the desired Adobe CS6 (or later)
program.
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7 e working examples and procedures in this template

2) Select the image object(s) that you desire to import, and choose the File / Copy menu
option.
3) In the target Adobe InDesign file window, use the File / Paste menu option to add the
image to the desired page.
4) Edit and update the image position, size, and other settings as desired.
s e B I i L7 = [E5E][ I - [ || LT == -
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5) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Importing Images from PDF Documents

Importing images directly from PDF documents into Adobe InDesign almost always significantly
degrades image quality, and is not recommended. To import images from PDF documents without
significantly degrading the image quality, we suggest that:

1) With the document open the file in Adobe Acrobat Pro 10 or higher, select the
Tools / Content / Edit Object menu option (located along the right-hand border of

the program window).
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2) Left-click with your mouse, and draw a polygon around the image object(s) that you want to
import. Selected objects will be highlighted.

3) Right-click with your mouse on any of the selected objects, and on the next pop-up screen,

choose the Edit Object option.
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|| + Recognize Text

4) On the next couple of pop-up screens, click the Yes and OK buttons. This will automatically
open the page in either Adobe Photoshop (if you selected a single raster image) or Adobe
Ilustrator (if you selected multiple page objects) (it may take a minute to finish loading).

5) Save the imageto . tif format.

a) If the image opens in Adobe Photoshop (happens when you selected a single raster image):

i) Choosethe File / Save as... menu option.
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ii) On the next screen, navigate to the desired file location (always defaults to a Temp

folder on many computers).

B save s
Savein | 1_blank_IM_template
T MName = Date Size Tags
el | word_briefs 10/29/2013 1112,
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Libraries
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Save Options
Save: [Tl As a Copy
Alpha Channels
Layers
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Thumbnail Use Lo

iii) In the Format drop-down menu, selectthe TTFF (*.TIF, *.TIFF) option, and
left-click on the Save button. This will save the image as a stand-alone . t1if file.

b) If the file opens in Adobe Illustrator (happens when you selected multiple page objects):

1) Select all page elements that you want to import into Adobe InDesign, and choose the
File Export menu option.
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ii) On the next screen, navigate to the desired file location (always defaults to a Temp
folder on many computers).

Save As @
Savein . 1_blank_IM_template
I Name Date Tags
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RecentPlaces = jopjopoif  2/12/20149:22AM  TIFFile 184,531 KB
! . AORB34E.tif 2/12/201410:52 .. TIFFile 6,022 KB
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Computer
-
w
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Format: [TIFF .TIF=.TIFR) Cancel |
Save Options
Save: [T As a Copy
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Layers
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iii) In the Format drop-down menu, selectthe TITFF (*.TIF, *.TIFF) option, and
left-click on the Save button. This will save the image as a stand-alone . t1if file.

6) In Adobe InDesign, import the . tif file like normal (see the Importing Raster Image Files
section of this document).

7) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Using the Copy-paste Method from Files Opened in Other External Programs

(MS Office, SigmaPlot, SAS, screenshots, etc.)

This should be used as an option of last resort, because it almost always significantly degrades image
quality in printed copies of the document. Text and lines inside images are the most vulnerable to

degradation.

Importing Map Images Exported from ArcMap

ArcMap versions 10 and later provide much more robust image export tools than were available with
previous versions of the software. The most significant changes for users importing map images to
InDesign are: much higher file export resolutions (measured in dpi), and more reliable tools for

exporting maps to . ai format.
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Most maps can be successfully imported to Adobe Acrobat from . tif, . jpg, or . png files that
were exported directly from ArcMap using a 1,200 dpi or greater image resolution.

For maps with more complicated layouts, or numerous vector elements (text labels, lines, polygons,
etc.), many users have had good luck with exporting the maps directly from ArcMap 10 and later to
.ai format (also with 1,200 dpi or higher resolution).

We suggest that you only import map images from PDF files as a last resort. While this was the
industry standard for many years, the raster and vector options described above almost always
produce better results.

Choosing Colors to Convey Information
One of the clearest Section 508 statements concerning using colors can be found on the Web

Accessibility in Mind Section 508 checklist webpage (http://webaim.org/standards/508/checklist):

o The use of color can enhance comprehension, but do not use color alone to convey
information.

e Be especially cautious of red/green color combinations. Make sure that color contrast is
strong, especially between text and background.
Here are some online tools that can help you to check images and colors for potential color blindness
issues.

Webaim Saturation Checker (http://webaim.org/resources/contrastchecker/): A more
traditional, and very reliable, tool that allows you to check colors after they are converted to

grayscale values.

Vischeck (http://www.vischeck.com/): An online tool that allows you to simulate colorblind
vision for individual image files.

ETRE Color Blind Simulator (http://www.etre.com/tools/colourblindsimulator/): An
online tool that allows you to simulate colorblind vision for individual image files.

Coblis — Color Blindness Simulator (http://www.color-blindness.com/coblis-color-
blindness-simulator/): An online tool that allows you to simulate colorblind vision for
individual image files.

Formatting Tables in Adobe InDesign for Accessibility Compliance
The tables found in the templates listed at the beginning of the Adobe InDesign Procedures chapter

of this document provide working examples for the guidance and procedures below.

While we are very flexible with the format and layout of tables, they should always be accessible
(per Section 508). Fortunately, the tools to export accessible tables from Adobe InDesign to PDF
format are rather robust, and you only need to follow a small number of basic rules.
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1) All tabular content with text or numerals must be in table format that is made up of individual
table cells. Because software for the visually-impaired needs to be able to read the information
aloud to the end-user:

a) Do not use graphic images or pictures of a table.
b) Do not use traditional typewriter formatting techniques (using tabs and spaces to separate
columns).

2) Organize your table layouts to be read aloud by screen readers. Keep in mind that screen readers
for the visually-impaired read the table aloud to the end user in a rather simplistic fashion:

a) Starting with the top-most row, the contents of each individual table cell is read aloud from
left-to-right.

b) This process is repeated on each row until all cells in the table have been read aloud.

Some Basic Table Layout Suggestions
1) Do not combine or split table cells, or add blank columns or rows for purely graphic layout

reasons. Instead:

a) Select/ highlight a table cell, and choose the
Table / Cell Options / Text / Cell Insets menu option
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b) On the next screen, setthe Ce11 Tnsets values on each side as desired, and click the OK
button.

2) Avoid adding graphic elements to hide words or cells, act as purely visual elements with no text
alternative, etc.

Most other things recommended to specifically make an Adobe InDesign file accessible do not
export very well PDF format. Since our primary focus is to make the final PDF that is released to the
public accessible, we suggest that you:

e Not bother setting table header rows.
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e Not bother tagging any Paragraph Styles used for tables.

About Landscape Pages in Adobe InDesign
In the past, landscape page content was added to NRTR, NRR, and NRDS reports generated using

Adobe InDesign, was simply turned 90 degrees counter-clockwise on a standard portrait page. This
practice made it easy to make sure that the page footers and headers printed in the same place on all
pages. Unfortunately, this practice does not meet more recent Section 508 accessibility rules.

Starting on May 1 2014, all page content in Adobe InDesign that is wider than the margins found on

a portrait page need to be added to a page with a true landscape orientation. Why?

In Adobe InDesign:

e Only text with a horizontal alignment on the computer screen can be automatically exported to
PDF where page content is tagged to be read correctly by screen readers for the visually-
impaired (per Section 508).

e For text that does not have a horizontal alignment on the computer screen:

e [t can take significant amount of time and effort to make most, but not all, document text
accessible in the final PDF.

o Itis nearly impossible to make non-horizontal text that is also found inside table cells
accessible in the final PDF.

o Setting a single page to landscape format in Adobe InDesign can be tricky, because it can be
rather difficult to make sure that the page footers and headers print in the same place on all

pages. This usually involves:

1.

Initially place the header and/or footer elements as best you can (using measurements,
calculations, visual estimates, etc.).

Export the target landscape page(s), along with at least two adjacent portrait pages to
PDF format.

Print-out the PDF file.

Lay a printed landscape page on top of a portrait page with similar header and/or footer
treatments, such that the corners of the two pages are perfectly aligned.

Look through both pieces of paper to see whether or not the page footers and/or headers
are aligned.

Nudging the landscape page elements in the InDesign file to better align with the portrait
page.
Repeating steps 2-6 until the page header and footer elements are aligned correctly.

Note: Many document templates have one set of page header and footer treatments
for left-hand facing pages, and separate set of header and footer treatments for right-
hand facing pages.
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Suggested Procedures for Exporting the final Document to PDF Format
All final PDF versions posted on NPS websites should be exported to meet Section 508 accessibility

standards. Detailed guidance for exporting Adobe InDesign documents to PDF format can be found
in the document: I&M Guidance for Creating Accessible PDF Documents. The basic PDF export
steps below will suffice for a majority of users.

1) Adobe Acrobat Pro 10 or higher is recommended.

2) The final document must be exported to PDF format in a way that maximizes accessibility (per
Section 508).

a) Choosethe File / Adobe PDF Presets / High Quality Print menu
option.
Note: The High Quality Print exportdefinitions are one of the default export
settings built into Adobe InDesign. You may also use a custom set of export
definitions.
b) On the next screen, choose a file name and network drive location, and click the Save button.
¢) On the next screen:

i) Make sure that the Compatibility drop-down menu option is set to
Acrobat 8/9 (PDF 1.5)(or later).

ii) Make sure that the Create Tagged PDF, Bookmarks, and Hyperlinks boxes
are checked.

iii) Make sure that the Export Layers drop-down menu option is set to
Visible & Printable Layers.

iv) Click the Export button (this may take a few minutes).

3) Ifyou desire to make the final document Section 508 accessible (not required for NRTR, NRR,
or NRDS reports - the Fort Collins office does this for you), open the PDF document in Adobe
Acrobat Pro, and follow the directions outlined in the document: Adobe Acrobat Pro Procedures
for Producing Section 508 Accessible PDF Documents. The basic steps are:

a) Usethe Tools / Accessibility / TouchUp Reading Order tools to check,
update, and order the accessibility tags on each individual page.

b) The document is ready when the only potential error message returned by the
Tools / Accessibility / Full check diagnostic tool is:

“Tab order may be inconsistent with the structure order.”

P (paragraph tag) : use this tag for all Paragraph Styles that will be used for any and all text
that is not a Heading or an Artifact.

H1- H5 (heading tags) : use these tags for all first through fifth order headings.

Artifact (background element that is skipped by screen readers) : use
this tag for all headers and footer text, and is sometimes used for figure captions.

21



References

The guidance and procedures outlined in this document are a compilation of testing, modifying, and
summarizing the information and procedures provided from the following sources.

Adobe Systems, Inc. 2011. Adobe® Acrobat® X Creating Accessible PDF Files from
Microsoft® Word. Available at:
http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products
/acrobat/pdfs/acrobat-x-accessible-pdf-from-word.pd (accessed 3 March 2013).

Adobe Systems, Inc. 2011. Acrobat X Pro PDF Accessibility Repair Workflow. Available at:
http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products
/acrobat/pdfs/acrobat-x-pdf-accessibility-repair-workflow.pdf (accessed 3 March 2013).

Adobe Systems, Inc. 2011. Creating accessible PDF documents with Adobe® InDesign® CS6
(whitepaper). Available at:
http://nstest/MetaWeb/assets/docs/AccessiblePDFs_InDesign6.pdf (accessed 4 December
2013).

Coblis. Color Blindness Simulator webpage. Available at: http://www.color-blindness.com/coblis-

color-blindness-simulator/ (accessed 21 February 2014).

ETRE. Color Blind Simulator webpage. Available at:
http://www.etre.com/tools/colourblindsimulator/ (accessed 21 February 2014),

U.S. General Services Administration. Creating Accessible Word 2007 and PDF Documents
webpage. Available at: http://www.section508.gov/creating-accessible-word-2007-and-pdf-
documents (accessed 3 March 2013).

Vischeck. Vischeck website. Available at: http://www.vischeck.com/ (accessed 21 February 2014).

Web Accessibility in Mind website (WebAIM). Available at: http://webaim.org/ (accessed 21
February 2014).

WebAIM Color Contrast Checker webpage. Available at:
http://webaim.org/resources/contrastchecker/ (accessed 21 February 2014).

WebAIM PDF Accessibility webpage. Available at:
http://webaim.org/techniques/acrobat/converting/ (accessed 21 February 2014).

WebAIM MS Word webpage. Available at: http://webaim.org/techniques/word/ (accessed 21
February 2014).

WebAIM Section 508 Checklist webpage. Available at:
http://webaim.org/standards/508/checklist/ (accessed 21 February 2014).

22


http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-accessible-pdf-from-word.pd
http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-accessible-pdf-from-word.pd
http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-pdf-accessibility-repair-workflow.pdf
http://wwwimages.adobe.com/www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-pdf-accessibility-repair-workflow.pdf
http://nstest/MetaWeb/assets/docs/AccessiblePDFs_InDesign6.pdf
http://www.color-blindness.com/coblis-color-blindness-simulator/
http://www.color-blindness.com/coblis-color-blindness-simulator/
http://www.etre.com/tools/colourblindsimulator/
http://www.section508.gov/creating-accessible-word-2007-and-pdf-documents
http://www.section508.gov/creating-accessible-word-2007-and-pdf-documents
http://www.vischeck.com/
http://webaim.org/
http://webaim.org/resources/contrastchecker/
http://webaim.org/techniques/acrobat/converting/
http://webaim.org/techniques/word/
http://webaim.org/standards/508/checklist/

	Introduction
	Outline of the Suggested Procedures

	Contents
	Adobe InDesign Procedures
	Use Paragraph Styles for All Text Elements
	More About NPS Rawlinson Font Variations
	About the Paragraph Styles Used in Template Headings
	About the Paragraph Styles Used for Other Template Text
	To See and/or Edit the Font Settings for the Paragraph Styles Provided in our Templates
	Tagging Other Custom Paragraph Styles for Section 508 Accessibility Compliance

	Graphic Elements (Figures, Images etc.)
	Adding Alternate Text to Graphic Elements  (Mandatory for all Maps, Images, Photographs, Graphic Shapes, etc.)
	Importing Graphic Elements into Adobe InDesign
	Importing Raster Image Files (.tif, .jpg, .png, .bmp, etc.)
	Importing Vector Image Files (.ai, .eps, and .svg)
	Using the Copy-paste Method from Files Opened in Another Adobe CS6 (or later) Program
	Importing Images from PDF Documents
	Using the Copy-paste Method from Files Opened in Other External Programs  (MS Office, SigmaPlot, SAS, screenshots, etc.)
	Importing Map Images Exported from ArcMap


	Choosing Colors to Convey Information
	Formatting Tables in Adobe InDesign for Accessibility Compliance
	Some Basic Table Layout Suggestions

	About Landscape Pages in Adobe InDesign
	Suggested Procedures for Exporting the final Document to PDF Format

	References


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /All

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.7

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness false

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages false

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 2400

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.00000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages false

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 2400

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.00167

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages false

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 2400

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.00000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV <>

    /HUN <>

    /ITA <>

    /JPN <>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /BleedOffset [

        0

        0

        0

        0

      ]

      /ConvertColors /NoConversion

      /DestinationProfileName ()

      /DestinationProfileSelector /NA

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure true

      /IncludeBookmarks true

      /IncludeHyperlinks true

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles true

      /MarksOffset 6

      /MarksWeight 0.250000

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /NA

      /PageMarksFile /RomanDefault

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /LeaveUntagged

      /UseDocumentBleed false

    >>

    <<

      /AllowImageBreaks true

      /AllowTableBreaks true

      /ExpandPage false

      /HonorBaseURL true

      /HonorRolloverEffect false

      /IgnoreHTMLPageBreaks false

      /IncludeHeaderFooter false

      /MarginOffset [

        0

        0

        0

        0

      ]

      /MetadataAuthor ()

      /MetadataKeywords ()

      /MetadataSubject ()

      /MetadataTitle ()

      /MetricPageSize [

        0

        0

      ]

      /MetricUnit /inch

      /MobileCompatible 0

      /Namespace [

        (Adobe)

        (GoLive)

        (8.0)

      ]

      /OpenZoomToHTMLFontSize false

      /PageOrientation /Portrait

      /RemoveBackground false

      /ShrinkContent true

      /TreatColorsAs /MainMonitorColors

      /UseEmbeddedProfiles false

      /UseHTMLTitleAsMetadata true

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice





